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How to Indicate Lodging Costs for Government Quarters

Make the lodging arrangements with base housing outside of DTS by phone or e-mail
(unless your CTO will make these arrangements for you). Review Government Lodging
for additional information on this process. Once you have made the lodging arrangements
follow these steps to enter those cost.

1. Click on the “Additional Options” menu.
2. Click on “Per Diem Entitlements”.
3. Select “Edit All”.

The example below shows the per diem rate to be $55.00 a night for lodging.
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4. Update “Lodging” in the “Per Diem Rates” section with the cost per night at the
BOQ/BEQ (example, BOQ charges $18 per night). If you do not have a GOVCC and
need to pay for BOQ/BEQ using another payment of payment skip to step 8 and then
return to step 5.

5. In the “Duty Conditions” section, select “Quarters Available”.
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You may apply changes on this screen to a certain date or range of dates by modifying the "Values Apply Through' date. If required to
change the distribution to travelers, use the distribution method selection list to change the distribution method. Then, select the
"distribute cost” link to distribute appropriately to travelers.

Location: HIINOT AIR FORCE BASEND.
Values Apply From Dats:  09/13/2004

Values Apply Through: l09./16./2004 E=

Per Diem Rates

Costs ars total for all travelers, You may changs your lodging costs beloiw, Uss the "Wiew / Edit Expense Details" link for sxpenss details
such as payment msthod, refmburssable, stc.

Per Diem Rate:
$)18.00 = wiew £ edr

> view / edit expense details

prpense details

Duty Conditions
Check all of the following that apply:

[T Field Conditions

[T adverse Effects/Commercial Quarters
™ Inactive Duty Training

-

Permissive TOT

P=Tlospital stay
W Quarters Availabls

[T #nnual Training,
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6. Scroll down to the bottom of the page and select “Save These Entitlements”.

If you would fike to make changes or meals, select the appropriats msal code and applicable meal(s) for this date or date rangs:

o]

Full Rate r Breakfast
€ Elected - Lunch

C dvailable r Dinner

" Provided Cost:

©  oceasional

¢ special Rate

Other Per Diem Entitlements

If you need to claim actuals for lodging, taken leave, or have any OCONUS incidental amounts, you may check the appropriste box, Only ane
option may be applied to a specified date or the date rangs used for the "Values Apply Through" Date.

(¢ Mo Other Per Diem Entitlements

Leave
Check here if you ars taking lsavs Tor the sbowe date or date rangs.

Actual Lodging
Check here if you need to uss Actusl Lodging for the above date or date rangs.

OCONUS Incidental Amount - (Used to reduce the daily incidental rate to the minimum, )
¢~ Check here if your AQ determines the minimum default incidental rate applies for the above date or date range, instead of the
applicable locality rate included in the daily amount for Meals and Incidentals.

Cancel These Entitlement Changes and Return | Sawe These Entitlements

7. Review the “Per Diem Entitlements” screen to ensure that the “Ldg Allowed” field
has been updated and the “Code” field has been changed to “QTRS”.
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Faollowing is a list of per diem allowances for lodging and meals fincidentals for each day of your trip, The "edit" link allows you to change the
information (e.g., duty conditions, meals prowided, etc.) for a specific date or date range. The "reset” link changes the per diem infarmation
to the default rates for that date and location.

Date Location Edit Reset Ldg Cost MAIE dllowed  Per Diem Rate E L D Qtrs
MINGT AIR. ) 2325
morad o e g | YEE eReset 18.00 PERRMAL 55731 AVAIL
MINGT AIR. 31,00
0914704 Edit - Reset 18.00 55 /31 AVAIL
FORCEBASE NG  C oo-  TOEEEE PERSOMAL
WINGT AIR. 3100
0915704 Edit |»Reset 18,00 55 /31 AVAIL
FORCEBASEND | & oov | FEESER PERSONAL
MINGT AIR 2325
091604 Edit & Reset 0.00 55731 AVAIL
FORCEBASEND | & o= FEEEE PERSOMAL

Reset Al | Edit All |

8. Click on “view/edit expense details” in the “Per Diem Rates” section.

Yol may apply changes on this screen to a certain date or range of dates by modifying the "Valuss Apply Through' date. If required to
change the distribution to travelers, use the distribution method selection list to change the distribution method. Then, select the
"distribute cost” link to distribute appropriately to travelers,

Location: HIINOT AIR FORCE BASE,ND
Values Apply From Dats:  09/13/2004

Walues Apply Through: o916 /2004 M

Per Diem Rates

Costs ars total for all travelers, You may changs your lodging costs beloiw, Uss the "Wiew / Edit Expense Details" link for sxpenss details
such as payment msthod, refmburssable, stc.

Per Diem Rate:
Lodging; $[18.00 = view J edit expense details A/
M IE: $ + view £ edit expense details
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9. Select “Personal” from the “Method of Reimbursement” drop down box and click
“Save”. Return to step 5 through 7.
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